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Purpose

Use this procedure when an employee transfers into your agency from an agency that does not
maintain leave balances within HRMS. You will need to create records to capture the Year to
date (YTD) sick leave earned and taken for the employee.

Trigger
Perform this procedure to create the YTD Sick leave earned and taken.

Prerequisites

Employee transfers from an agency that does not maintain leave balances in HRMS into your
agency and needs sick leave earned and taken balances created.

Transaction Code
PA30

Date Procedure Update Log

11/13/2007 |Created

Helpful Hints

@ Refer to the OLQR user procedure “Appointment Change Action — Transfer” for
additional information regarding transfers.

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The
types of messages and responses are shown below:

Message Type Description

Error ﬁ
Example: Make an entry in all required fields.

@

Action: Fix the problem(s) and then click @ (Enter) to proceed.

Warning Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

@ Action: If an action is required, perform the action. Otherwise, click

& (Enter) to proceed.

Confirmation & _
Example: Save your entries.

i or @ Action: Perform the required action to proceed.
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Procedure

1. Start the transaction using the transaction code PAS30.

Maintain HR Master Data

Maintain HR Master Data
N2 & Da T 2

T | | lelal |resomeina | &

Find by

= % Person
{H} Collective search help
{H} search term
{H} Free search

Basic Personal Data | Payroll ‘ Benefits ~ Time Recording | Addtl. Person... ||, [«[r12)
| [infotype text .| | [Period
""" |_|F'Ianned Working Time : @ Period
| |Absences Fr. To
|_|Absence Quotas ) Today ) Curr.week
| |Attendances Al ) Current month
|_|Atlendance Quotas ) From curr.date () Lastweek
|_|Q“0t300”9di0”5 () Up to Today () Last month
|_|Sub5tituti0n5 ||| ©' Current Period () Current Year
| |Time Quota Compensation =
|_|Over1ime [~
Direct selection
Infotype STy
2. Complete the following fields:
Field Name R/O/C Description
Personnel no. R  |The employee’s unique identifying number.
Example: 1164003
From. R The employee’s last day at the losing agency
Example: 7/31/2007
To R  |The employee’s last day at the losing agency
Example: 7/31/2007
3 Click T (Enter) to validate entries
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Maintain HR Master Data

HE master data Edit Goto fras  Ulilities  Seftings ystern  Help
& 3 ﬂIle@a|Qﬁ][ﬁ|@@@@|l@l
Maintain HR Master Data

Eﬁwﬁj@ﬂla

m Personnel no. 1164003
Find by MName Evans Erik
= @ Person | PersArea 3808 Western State Hospital EEGroup B Civil Service Exempt
(K} Colle | PSubarea 0001 Non Represented EESubgroup 88 Hourly (H) OT Exempt Status Active
{H] Sear
{H] Free , — _ 1
Basic Personal Data k FPayroll k Benefits Time Recording k Addil. Person... h. EE
Ellnfoﬂrpe et |ED Period
Planned Working Time o | ||| @ Period
" |Absences [CF_ 73172007 10 7/31/2007] [=)
Absence Quotas ) Today ) Currweek
| |Attendances Al ) Current month
| |Aftendance Cuotas I From curr.date (I Lastweek
__|Quota Corrections (1 Up to Today (") Last month
e ||| £ Current Period () Current Year
_'I'|rne Quota Compensation E| |-E| Choose
| |Overtime [+]
Direct selection
Infotype Absence Quotas STy
4.  Clickthe | TimeRecording | oy
5. Click they grey box to the left |_|‘ﬁ'b59”ce s | ”to select

6. Enter the last date the employee worked in the losing agency into the Period Selection

7. Click - (Create) to create a new record.
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Create Absence Quotas (2006)

Infotype  Edit

n  Help

B @@ DHE OtLAS EE @

Create Absence Quoftas
ﬁl " | | [E Defaultvalues Personal work schedule

:EME » | PersonnelNo. 1164003 Name Evans Erik
Find by PersArea 3008 Western State Hospital EEGroup B Civil Service Exempt
=~ §f Person | PSubarea @081 Mon Represented EESubgroup 08 Hourly (H) OT Exempt Status Actvie
fl Colle |[ Apsence Quotas
Gﬂ Sear¢ Type |Quota text MNumber Unit alid From End Date Deduction fr... |Deduction to  |From |To EI
{H] Free TRE = & l[=]
O]
im0 "ﬁ = mj=
e [ & [
=) [ & O
2 ~ ~ O
Tz 1 1 d
~ ~ ]
ER & & O
; ~ &~ O
E ] = = =
& ~ O
& & L
~ ~ O
¥ ~ O
~ ~ ]
& & O [+]
u ~ & Ui
[l <[]
8. Complete the following fields:
Field Name R/O/C Description
Type R  |The specific absence quota, such as Sick Leave.
Example: 90- Sick Leave Conversion
9. Click (Matchcode) to open the selection list.
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Absence Quota Type (1) 16 Entries found
16 Entries found

A LG =] B RS
E3G Time quota types: 1
P35 grpg tm quota typ: 15

AQT... | Quota text Start Date |End Date | TMU|Unit |
30 Sick Leave 01/01M1900 12/31/9999 001 Hours
31 Annual Leave/Vacation  01/01/1900 12/31/9999 001 Hours
4 Jus. Excess Leave 01/01M19800 12/31/9999 001 Hours
35 Compensatory Time 01011900 12/31/9999 001 Hours
a7 Exchange Time 01/01M1900 12/31/9999 001 Hours
38 Military Leave 01/011900 12/31/9599 001 Hours
39 Holiday Credits 01/01M1900 12/31/9999 001 Hours
40 Excess Vacation Acrual  01/01M1900 12/31/9999 001 Hours
41 Shared Leave 01/01M1900 12/31/9999 001 Hours

42 Personal Holiday - Shit  01/01/1900 12/31/9989 010 Days
43 Settl Leave WSP 01/01H1900 12/31/9899 001 Hours
44 Recognition Lv (non-rep) 01/01/M1900 12/31/9999 001 Hours
45 PH - Shared Lv. Donation 01/01/1900 12/31/99989 001 Hours
46 Sick Leave Fool 01/011900 12/31/9599 001 Hours
47 Uniformed Serv Lv Pool  01/011900 12/31/9999 001 Hours
90 Sick Leave Conversion  |01/01M1900 12/31/9999 001 Hours

10 Click |9{] Sick Leave Conversion

11. Click (Copy) copy and continue.
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Create Absence Quotas

Infotype  Edit Goto Extras  Systern  Help

B dE e SHE aDhLan BE @m
Create Absence Quotas
‘g| Im = | | [ Defaultvalues Personal work schedule

:I:“@; Personnel No. 1164803 Name Evans Erik
Find by PersArea 3008 Western State Hospital EEGroup B Civil Service Exempt
= @1} Person | PSubarea 0001 Non Represented EESubgroup 00 Hourly (H) OT Exempt Status Active
{Hl colle |[ Absence Quotas
(i searc  |Type |Quota text Number Unit Valid From  |End Date Deduction fr... |Deductionto [From |To ﬂ
Gﬂ es EB i 1 32 . 0000 5 07 /31/2007 |87/31/2007 [07/31/2007 [12/31/9999 | |z|
~ o Ol
= = (-
& & |
& & ]
& & |
& & L]
& & |
& & L]
& & |
= = L]
& & ]
& & |
~ & Ll
& & |
& i L]
& & O]
| & & (e
o] <[]
12. Complete the following fields:
Field Name R/O/C Description
Number R This is the Year to date total number of sick leave hours
earned from the start of the year until the employees’ last day
with the losing agency.
Example: 32
Valid From R The employees’ last day at losing agency.
Example: 7/31/2007
End Date R The employees’ last day at the losing agency.
Example: 7/31/2007
Deduction from R  |The employees’ last day at the losing agency.
Example: 7/31/2007
Deduction to R This is the date on which the deduction record should end, or
cease being effective.
Example: 12/31/9999
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13. Click & (Enter) to validate entries.

]
14. Click (Save) to save entries.

Maintain HR Master Data

HE master data Edit Goto fras  Ulilities  Seftings ystern  Help
& 3 ﬂIle@a|Qﬁ][ﬁ|@@@@|l@l
Maintain HR Master Data

O |7 s 08 T3 | 2

ﬁ Personnel no. 1164003

Find by MName Evans Erik
= @ Person | PersArea 3808 Western State Hospital EEGroup B Civil Service Exempt
(i) Colle| PSubarea 2861 Non Represented EESubgroup 88 Hourly (H) OT Exempt Status Active
{H] sear
(R} Free : v ;
Basic Personal Data k Payrall k Benefits Time Recording k Addtl. Person... h. EE
Infotype text [E.| | [Period
Planned Working Time o | ||| @ Period
Absences Fr. B7/31/20087 To a7/31/2007
Absence Quotas I Today ) Currweek
Aftendances Al (I Current month
Attendance Quotas ) From curr.date ) Last week
Quota Corrections ) Up to Today () Last month
S || | 0 Current Period () Current Year
Time Quota Compensation E| |-E| Choose
Owertime [+]
Direct selection
Infotype Absence Quotas STy
o
15. Click the grey box to the left of DTime Sl ol Bl L |T|| to select.
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Maintain HR Master Data

HE master data Edit Goto
& Bd @@ SR ODLan FAE @
Maintain HR Master Data

O & o a2

Litilities Settings  System  Help

|E> Personnel no. 1164003
Find by MName Evans Erik
= i Person | PersArea 3003 Western State Hospital EEGroup B Civil Service Exempt
(Rl Colle | PSubarea 8881 Mon Represented EESubaroup B8 Hourly (H) OT Exempt Status  Active
{H] Sear
[H] Free Basic Fersonal Data E Fayroll k Benefits ~ Time Recording h Addtl. Ferson... lh
|: Infotype text |E|:| Period
Planned Working Time o | | |[S-Redad
—Absences Fr. Tr31/2007 To 73172007
: Absence Quotas ) Today  currweek
| |Attendances Al ) Current month
__|Attendance Quotas ) From curr. date (I Last week
|__|Quota Corrections i/ Up to Today () Last manth
pstiiutions ||| ) Current Period ) Current Year
B |'E| Choose
| |Overtime -
Direct selection
Infotype Time Quota Compensation STy

16. Click ‘E\ (Create) to create a new a record.
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Subtypes for infotype "Time Quota Compensation” (1) 14 Entries found

Subtypes for infotype "Time Cuota Compensation™ (1) 14 Entries found
Restrictions |

= T

v B |H| B & D

ESG PSGICump.meth.I Description

2 10 1000 Free compensation

2 10 9001 Sick Leave Buyout - Tax

2 10 9002 Sick Leave Buyout -Mo Tax

2 10 9003 Annl Leave Buyout-Ret

2 10 9004 Annl Leave Buyout -Mo Ret

2 10 9005 Sick Leave Buyout-Annual

2 10 9006 Comp Time Buyout

2 10 9007 Sick Leave Buyout - VEBA

2 10 9008 Comp Time Buyout-Mo Ret

2 10 9009 Holiday Credit Buyout W3P

2 10 9010 Settl Lv Buyout W3P-MoRet

2 10 9011 Settl Lv Buyout WSP-Ret

2 10 9012 Hol. Cr. Buyout WSP-MoRet
FZ 10 9999 |‘r'TD Sick Lv Taken - Conv ]
17. Double- CIicklz 10 99499 ¥TD Sick Lv Taken - Conv
18. Click (Copy) to accept.
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Create Time Quota Compensation

Extras Help
2 dH @@ SR anoas BE @
| Create Time Quota Compensation

E B LSS Compensate

|

Infotype Edit Goto System

Personnel Mo. 1164003 Evans Erik

PersArea 3008 Western State Hospital EEGroup B Civil Service Exempt
PSubarea 0001 Mon Represented EESubgroup 90 Hourly (H) OT Exempt Status — Active
Start 07/31/2007 [

Name

Comp. method 99959 ¥TD Sick Lv Taken - Conv

Compensation specifications
98 Sick Leave Conversion
Boa

Time quota type

Compensation rule

Mo. to compensate
[T Do not account

Ahsence quotas

|: ATy |Quota text Entitl. Unit Comp. Rem. Armount Curr...
| 308ickLeave 2 30952 Hours {.086000 230952 B.00
|_ 31)Annual Leave/Vacation 2.30952 Hours b.oooee 230952 000
|_ 90 Sick Leave Conversion 32.00000 Hours B . oeeee 32.00000 0.0
|
_
[ILe]l
19. Complete the following fields:
Field Name R/O/C Description
Start R |This is the date on which a record begins.

Q This field defaults to date of entry. This date needs
to be the same date that was used when creating
the employee’s Absence Quotas (2006). The last
day the employee worked for the losing agency.

Example:  7/31/2007
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Field Name R/O/C Description

No. to compensate R |This allows the user to enter the number of hours or days a
guota type to be paid out to an employee.

@ Enter the employees YTD sick leave taken up to the
transfer in this field.

Example: 12

: Compensation rule should automatically populate, if not enter 000.

Q 20. Click /¥ Do not account . If this field is left unchecked, the amount will be
paid out to the employee.

Create Time Quota Compensation

Infotype  Edit Goto xtras  System  Help

& 1 0E @ Ll L aDhoan AR 2
Create Time Quota Compensation
& A2 & & E compensate

:D| @ » | Personnel Mo. 1164003 Name Evans Erik
Find by PersArea 3008 Western State Hospital EEGroup B Civil Service Exempt

< @ Person Ba01 ted EESubgroup 8@ Hourly (H) OT Exempt Status  Active
fH} colle 7/31/2007

fH} sear

[k} Free Comp. method 8999 YTD Sick Lv Taken - Conv

Compensation specifications

Sick Leave Conversion
Comeensation rule Bea
No. to compensate 12|
I Do not account I

Ahsence quotas

[ ] ATy |Quota text Entitl. Unit Comp. Rem. WT  |Amount Curr...
308ick Leave 2.30952 Hours @ . 60808 230952 B.e6
31Annual Leave/Vacation 2.30952 Hours 0. e0e0e 2.30952 B .00
90'Sick Leave Conversion 32.00000 Hours 6. e0e0e 32.00000 B .00

[«[v][

21. Click @ (Enter) to validate entries.
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|
22. Click (Save) to save.

@ The system displays the message, "Record Created."

23. You have completed this transaction.

Result

You have created YTD Sick leave earned and taken balances

Comments

The Absence Quotas section will generate it self from the initially created Absence Quota
(2006) Infotype.
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